
 

 

 

 

 

 

 

 

In-service Training will be 

scheduled for all PCAs. All 

Personnel files including contract 

will be checked for completeness 

and compliance by Personnel 

Coordinator. A checklist has been 

implemented to check for 12hr 

continuing education or In-service 

training annually from employees’ 

Date of Hire. Files will be checked 

monthly. 
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All Home Health and Personal Care 

Aides will be instructed to fill out all 

portions of the Time Sheets front 

and back. Check all that apply, 

place N/A if it does not apply. Data 

Entry Staff will check Time Sheet 

for completeness; notify Office RN 

if Time Sheet is not complete. Staff 

will be called into office to 

complete timesheet prior to being 

entered into system. Home Health, 

PCAs will be In-service on proper 

filling out of all aspects of Time 

Sheet. 
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Skill Nursing Services shall be 

provided in accordance with the 

Patients Plan of Care. The Medicare 

Coordinator will conduct an In-service 

with all licensed staff on correct 

documentation of the Plan of Care. 

Medicare Coordinator will check 

Assessment for completeness of all 

items prior to generating 485. Field 

Staff be called into office to make any 

needed corrections after Office RNs 

have reviewed paper work of assigned 

Field Staff. 
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The Skill Nurse is responsible for 

implementing preventive and 

rehabilitative procedures. In-service 

will be given to Skill Nurses. Primary 

Physician office will be called by 

Nurse to obtain and record Clients 

weight from MD office after visit on 

clients with a diagnosis of obesity.  

The office RNs will review assigned 

staff cases with obesity and review 

for proper documentation. Field Staff 

will be notified after review and 

expected to come in to complete 

within 48hrs. 
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The Nurse is responsible for keeping 

the physician informed and updated 

when there is any change of Clients 

condition. The In-service for 

Licensed staff will include but not 

limited to reporting changes in 

Patients condition. Additionally, 

office RN staff will review notes at 

time of submission for follow-up. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Teaching is a very important part of 

the Nursing visit. The Field Staff will 

be In-serviced on documentation. 

Patient Education will be a part of it. 

Staff will be instructed, when 

documenting what you have taught 

your client, use words such as 

instructed, educated or taught. Be 

sure to indicate Client/Caregivers  
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Response to teaching and whether 

able to give adequate verbal 

feedback and when appropriate, 

return demonstration of procedures. 
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